Vol. XXXII, Nos. 1-12 


A|M’s 1971 Index of Articles 


S A SERVICE to subscribers who keep back issues of Adminis- 
trative Management—we understand quite a few do—and as an 


aid to librarians, we offer this detailed index to features published 
during 1971. Reprints of the listed articles maybe obtained at $1 each 
through our Reprint Department. Administrative Management is also 
available on roll microfilm through University Microfilms, 300 N. Zeeb 


Rd., Ann Arbor, Mich., and on 4” 


x 6” microfiche film cards from 


Micro Photo Division, Bell & Howell Company, 1700 Shaw Ave., 


Cleveland, Ohio 44112.. 
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Robert Laskow and A. N. Feldzamen, Chilton 
Book Co., 211 PP., $3. 95 (April, p. 55). 
of the Seventies—by Earl 
Dunckel, William Reed, and Ian Wilson, Mc- 
Graw-Hill Book Co., New York, 129 pp., $15. 
(July, p. 69). 

Concise Guide to Management Development— 
by Robert L. Desatnik, American Management 
Association, 175 pp., $9 (April, p. 55). 
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Vardaman, Van Nostrand Reinhold Co., New 
York, 250 pp., $7.95 (July, p. 69). 

Training by Objectives—by George S. Odiorne, 

Macmillan Co., 354 pp., $10.95 (April, p. 55). 


Data Processing 


COM—What It Costs, How It’s Used—Three case 
histories; also cost figures (March, p. 22). 

. Computer Will Be Larger, Sel*-Checking—Future 
of data processing; by F. G. Withington, Arthur 
D. Little Inc. (Jan., p. 21). 

Consultants—How to get the most out of this 
management aid (EDPerspective—Sept., p. 14). 

Contracts for EDP Installations—Shortcomings 
in standard form contracts are discussed 
(EDPerspective—May, p. 12). 

_ Controls—Effects of new trends in data pro- 
cessing systems on established control tech- 
niques (EDPerspective—July, p. 12). 

Cost/Effectiveness—Redesigning and _ repro- 
gramming major systems (EDPerspective— 
March, p. 10). 

Cost Estimates: Whittling Them Down to Size— 
How to get the most for your money (EDPer- 
spective—April, p. 12). 

Documentation: EDP’s Neglected Necessity— 
Reasons for complete documentation; by Sam 
Bellotto Jr., associate editor (Jan., p. 24). 

Executives Develop EDP skills—Improving com- 
puter utilization by management personnel. 
Using computers to train managers; by R. T 
Becker, B. F. Goodrich Co. (Feb., p. 28). 

Facilities Management—This type of operation 
will gross over $300-million in 1971 says report 
from Frost & Sullivan (AMemo-Nov., p. 94) 

First 370 Installed—Zayre’s department store 
chain had to keep pace with growing $120 mil- 
lion in gross sales (Data Systems Management— 
April, p. 35). 

Future of EDP—What’s coming in the years 
ahead detailed in Frost & Sullivan report 
(AMemo—July, p. 72). 

“_y Computers: How Four Firms Program- 
med the Job—Profile of four inhouse facilities 
(Data Systems Management—Feb., p. 34). 

Input Devices—From optical scanners to cas- 
settes, from keypunch to key-to-tape to key-to- 
memory, terminal equipment is profiled (Tools 
of the Office—April, p. 40). 

Input to Mini, Output to Maxi—Switching from 
keypunch to disc input has increased produc- 
tivity at Howard Johnson’s, Braintree, Mass. 
(Data Systems Management—Aug., p. 65). 

Inventory Control—How National Furnace & 
Sheet Metal used GE-115 to keep track of their 
stock (Data Systems Management—June, p. 65). 

Manual inventory prob- 

lems salved by EDP system consisting of modi- 

fied billing machine, control unit and tape re- 

corder (Systems in Action—April, p. 78). 
Language Guide—Explaining data processing 

terms such as analog and digital (Data Systems 

Management—April, p. 36). 

Lawsuits Against Computer Firms—EDP-related 
growth area over next ten years will be in field 
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of computer firm lawsuits; by David Greenberg, 
attorney (Opinion Quarterly—April, p. 59). 

Mag Tape or Discs? The Trade Offs—Comparing 
the extra speed of discs with the lower cost of 
tape; by Lewis E. Lachter, executive editor 
(Dec., p. 68). 

Midis and Maxis—Market survey of available 
hardware systems; by Sam Bellotto Jr., associ- 
ate editor (Tools of the Office—Nov., p. 54) 

Mini Computers— Market survey of systems and 
hardware available; by Sam Bellotto Jr., associ- 
ate editor (Tools of the Office—Oct., p. 48). 

Mini MIS—How mini system handles inven- 
tory at Stagg Zipper Corp. (July, p. 65). 

Multiprogramming Capabilities — Management 
recognizes the possibiities of muti-programming 
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Multiprogramming: Its Effective Use—Conditions 
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Obsolescence—Which EDP jobs are becoming 
obsolete (EDPerspective—Jan.., p. 10). 

Optical Scanning in Action— How Scan Optics 
20/20 optical card reader processes form stubs 
at Travelers Insurance Co. (Systems in Action— 
July, p. 71). 

Output Devices—Market survey of impact, non- 
impact, CRT and voice response equipment; by 
Sam Bellotto Jr., associate editor (Tools of the 
Office—June, p. 76). 

Pay Envelope Forms—How employees at Dia- 
light Corp. are paid in cash, yet have their 
earnings computer prepared and confidential 
(Systems in Action—May, p. 93). 

Payroll of Congress—Twin-disc computer sys- 
tem used (Data Systems Management—Feb., 
p. 33). 

Productivity—Increasing EDP usefulness by in- 
ecorporating three shifts and giving managers 
more training (Data Systems Management— 
June, p. 67). 

Profits—Increased earnings go to those firms 
which spend larger percentages on EDP, indi- 
cates Diebold Group survey (AMemo-June, p. 


Programmer and His Problems—Should he 
broaden his application knowledge, or become 
more specialized? (EDPerspective—Jan., p. 10). 

Progress Reports—Guidelines on preparing 
these reports (EDPerspective—Nov., p. 62). 

Remote Input—Systems available for setting up 
this kind of operation; by Aaron W. Cole, vice- 
president, Booth Computer Corp. (AMS Report 
—Sept., p. 63). 

Size of Computer Market—Where U.S. industry 
shipments stand now (AMemo—May, p. 96). 

Storage—How Conn. General Life stores 
punched cards on oe shelves (Data Systems 
Management—Oct., 47). 

Terminology Defined — Nine phrases such as 
native mode, relocatable programs defined 
(EDPerspective—Feb., p. 10) 

Voice-Output Terminal Moves Trucks Nation- 
wide—Portable attache case contains voice out- 
put terminal (Systems in Action—Jan., p. 72). 


Editorials 


Address of New Building—Which should you 
choose: One Soybean Tower or 100 N. 12th St.? 
(March, p. 17). 

Anticipatory Democracy—Analysis of Alvin 
Tcffler’s book Future Shock as it relates to man- 
agement in a changing world (May, p. 17). 

Brand Name Selection by GSA—General Services 
Administration reveals brand names of products 
it buys (July, p. 17) 

Cables Are Uely—Desk to ceiling electric cables 


criticized (Sept., 23). 
Change Retiring | ie Old Cliches—The impact 
of change on management (Jan., p. 17). 


Handicapped Worker—Keep him in mind when 
designing your new offices (Feb., p. 17). 

Human Assets: A Viable Concept—Computinge 
the worth of a company’s investment in its 
people (Sept., p. 23). 

Management and the City—The dilemma of 
management as the corporation adjusts to the 
city (June, p. 17). 

Management Sharing Now—Management im- 
provement fund proposed by Nixon administra- 
tion (March, p. 17). 

Metric System—Getting ready to change (Oct., 
p. 23). 

Nati 1E Managers’ responsibility in 
a belt-tightening environment (Feb., p. 17) 

New Hours, The—Companies are working three 
and four day weeks, also staggering daily work 
schedule (March, p. 19). 

Nominations Are Open for ‘71—Submissions for 
next year’s ‘Offices of the Year’ competition 
(April, p. 17). 

‘Offices of the Year’ for 1970—Landscaped of- 
fice wins top award in A/M’s annual compe- 
tition (April, p. 17). 

Overcrowding Strategies for Elbow Room—What 
managers can do to ease the congestion problem 
(July, p. 17). 

Prices: Not All of Them Are Up—Increased com- 
petition is driving some prices down (Aug., p. 
19). 

Productivity Does It Pay?—The old simplistic 
definitions won't suffice for the contemporary 
office (Dec., p. 19). 

Profit Ideas, Reworking Them—The concept of 
the “Third” or “Administrative Profit” (Jan., 
p. 17). 

Profit Sharing—Excess profits sharing as a 
means of reconciling conflicts and goals of 
Nixon’s New Economic Policy (Oct., p. 23). 

Security: A Game of Cost and Risk—Administra- 
tive eimai role in planning security (Nov., 
p. 23). 

Word Processing Comes of Age—Why A/M de- 
voted a 32-page section to word processing 
(June, p. 17). 

Work Stations—Secretaries say they want more 
room (Nov., p. 23). 


Managerial Overview 


Absenteeism and Turnover—How to cut this 
costly problem. Includes chart on computing 
absenteeism costs and turnover; by William 
at FAS International (AMS Report—March, 


“Aleoho!, Drugs—One firm’s policy toward em- 
ployee abuse of alcohol and drugs by Jerry L. 
Hooper, manager of training, Columbia Gas of 
Ohio (AMS Report—July, p 

Anticipatory Democracy—Analysis of Alvin 
Toffler’s book Future Shock as it relates to man- 
agement in a changing world (Editorial—May, 
p. 17). 

Assessment Centers—One firm’s plan for train- 
ing managers through personnel assessment cen- 
ters; by Edwin B. Jelks, state personnel train- 
ing supervisor, Southern Bell, (AMS Report— 
Oct., p. 67). 

Auditors—What to expect when they come to 
check the books; by Charles Williams, manager, 
Arthur Andersen & Co. (AMS Report—Nov., 
p. 65). 

Budgeting—Planning your budget in light of 
the wage-price freeze and Phase II; by Lewis E. 
Lachter, executive editor (Oct., p. 32). 

Careers: New Ones for Managers—Case his- 
tories of administrative executives who chose 
second careers in mid-stream; by Lewis E. 
Lachter, executive editor (April, p. 28). 

Change: Retiring Some Old Cliches—The impact 
~ \ an on management (Editorial—Jan., 

p. 17 

Community Affairs—Survey results show execu- 
oD. involvement in civie activity (June, p. 

0 

Consumer Dropout—Or, fun and frustration in 
the administrative supermarket; by Walter A. 
— editor (Opinion Quarterly—April, 
p. ; 

Copy Costs—Eleven psychological factors help 
cut copying costs (Sept., p. 34). 

Corporate Ma t’s role in 
social change; by J. O. Shields, senior vice- 
president of personnel, North Carolina National 
Bank, Charlotte (AMS Report—Nov., p. 66). 

Corporation: White America’s Try at Liberalism— 
Comparison between the Indian tribe and cor- 
porate entity; Ds Vine Deloria Jr. (Opinion 
Quarterly—April, 60). 

Cutting Costs— What not to do to reduce ex- 
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Corporation: White America’s Try at Liberalism— 
Comparison between the Indian tribe and cor- 
porate entity; Ds Vine Deloria Jr. (Opinion 
Quarterly—April, 60). 

Cutting Costs— What not to do to reduce ex- 


ADMINISTRATIVE MANAGEMENT 


XUM 


——EEEEEEEs 
| ee 
eS 
pe 
ee 
Se 
; : 
ml 
ee 
: f || 


penses in a profit squeeze; by Daniel D. Howard, 
president, Howard Associates (Nov., p. 45). 

Day in the Life of a Manager—Study of Arthur 
Chaves, assistant controller of Veeder Root Co., 
by a Bellotto Jr., associate editor (April, 
Pp. 


= ‘in the Life of a Manager—Profile of Gil 
— by Walter A. Shsineateed, editor (Sept., 
p. 3 


Making, Jap Style—Peter Drucker 
talks about the apanese techniques in his book 
Men, Ideas and Politics (Oct., p. 76). 

Delegation of Work—Six rules for effective as- 
signment of jobs; by Rose H. Scott, office ad- 
ministrator, A. H. Robins Co., Richmond, Va. 
(AMS Report—June, p. 72). 

Democracy in the Office—A call for an end to 
corporate tyranny; by William J. Crockett, vice- 
president human relations, Saga Administrative 
Corp. (Opinion Quarterly—July, p. 33). 

Ecology in the Office—Analysis of new outlook 
on responsible waste management; by Sam 
Bellotto Jr., associate editor (Dec., p. 20). 

Educational Management—A call for educa- 
tional managers with professional training as 
administrators; by John Diebold, chairman, The 
Diebold Group (Opinion Quarterly—Oct., p. 91). 

A long range plan for 
executive “development; by Milton L. Howell, 
vice-president for personnel, Retail Credit Co. 
(AMS Report—Sept., p. 61). 

Films Must Communicate—A call for better prod- 
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Fringe Benefits—Many firms are increasing 
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editor (Sept., p. 24). 

Future of EDP—What’s coming in the years 
ahead detailed in Frost & Sullivan report 
(AMemo—July, p. 72). 
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Overview of Word Processing—Special report 
on modern management systems for cutting 
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Prices: Not All of Them Are Up—Increased com- 
petition is driving some prices down (Editorial 
—Aug., p. 19). 
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Profit Ideas, Rewording Them—The concept of 
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Profit Sharing—Excess profits sharing as a 
means of reconciling conflicts and goals of Nix- 
pont aaa Economic Policy (Editorial—Oct., 
Pp. - 

Profit Sharing—Internal Revenue will allow 
firm to take back profit sharing benefits if em- 
ployee goes with competitor (Personnel Prob- 
lem Clinic—Sept., p. 16). 

Profits—Increased earnings to those firms 
which spend larger percentages on EDP, indi- 
“ig — Group survey (AMemo—June, 
p. 104 

Queuing Theory—Explanation and practical 
—- of this theory of traffic flow (Dec., 
Pp. : 

wns Office Stationery— Paper for the of- 

ce is now available in recycled form; by 
Waiter A. Kleinschrod, editor (May, p. 18). 

Relocation—Dollars and cents reasons why 
— Corp. moved to a new iocation (Aug., 
p. " 

Retirement—Results of a survey of firms’ re- 
tirement policies by Management Information 
Center Inc. (Oct., p. 44). 

Salaries of Middle Managers—Pilot study by 
AMS indicates salaries range hy $10,400 to 
$20,700 (AMS Report—April, 49). 

Security: A Game of Cost and Risk— Administra- 
tive manager's role in planning security (Edi- 
torial—Nov., p. 23). 

Security—Bombings are increasing and so is 
business security says Conference Board report 
(AMemo—Oct., p. 104). 

Security: Crisis in Office Crime—The problem 
for business as it stands — by Walter A. 
Kleinschrod, editor (Nov., p. 24). 

Security: How Companies Beef It Up—What com- 
one are doing to protect themselves (Nov., 
p. 26). 

Seminars—To go or not to go in tight money 
situations (Aug., p. 30). 

Strikes—Two-thirds of strikes caused by com- 
munications gap says Imberman and DeForest 
report (AMemo—July, p. 72). 

Telephone Rate Boosts: FCC Inquiry—Ma Bell 
wants a bigger bite of the corporate budget; 
by Sam Bellotto Jr., associate editor (May, 
p. 66). 

Training Programs—Management demands that 
classes. be relevant and justify the costs; by 
Walter A. Kleinschrod, editor (Aug., p. 28). 

Travel by Executives—Increase in tourist flights 
and low-cost car rentals (Feb., p. 18). 

Trends and Forecasts—1971: Year of “’Adminis- 
trative Profit’’W—Adaptability of management to 
change. Communications will require greater 
skills; by Lewis E. Lachter, executive editor 
(Jan., p. 18). 

Union Should Be Met Head On—How one Mid- 
western chemical company handled a recent at- 
tempt at employee unionization (AMS Report— 
May, p. 64). 

Wage-Price Freeze—Where the freeze leaves 
management; by Walter A. Kleinschrod, editor 
(Oct., p. 24). 


Miscellaneous 


Brand Name Selection by GSA—General Services 
Administration reveals brand names of products 
it buys (Editorial—July, p. 17). 

Business Letter Costs—Up over 1970 by 4.6 per- 
cent. Dartnell says figure is now $3.19. (AMemo 
—March, p. 96). 

Day in the Life of a Manager—Profile of Gil 
—— by Walter A. Kleinschrod, editor (Sept., 

8 


p. 38). 

Day in the Life of a Manager—Study of Arthur 
Chaves, assistant controller of Veeder Root Co., 
by Sam Bellotto Jr., associate editor (April, 


Feeding Operations—Pros and cons of buffet, 
eatering and vending service (AMS Report— 
June, p. 71). 

Freight Cests—How to steer clear of duplicate 
payments and get the best freight deal by 
checking carriers, rates. (May, p. 70). 

Index of Articles for 1971—Detailed guide to 
~~ articles published during the year (Dec., 


Leasing Office Space—The national picture 
around the country according to major real 
estate firm (AMemo—April, p. 84). 


™ 


Library In House—How to set one up, what it 
ean do; by Kathryn V. Hutson, librarian 
(AMS Report—Feb., p. 53). 

Mailgram—Transcription for first 100-word 
block is $1.60. Joint venture of Western Union 
and U.S. Post Office (AMemo—May, p. 96). 

Mail Is Missing—Approximately 90-billion 
pieces of mail are delivered in the U.S. Of that, 
25 billion pieces are business-oriented and 12- 
million pieces are lost (AMemo—May, p. 17). 

Messenger Service That Really Delivers—Know- 
ing how to get the most out of messenger ser- 
vice; by Irving eg Copy Clearing House 
(AMS Report—Feb., +. 

Metered Mail— iene saves money over 
stamps says report from Pitney Bowes (AMemo 
—Nov., p. 94) 

Parking—One company’s plan for solving the 
problem of employee parking; by R. J. Mc- 
Burney, personnel associate, Bankers Life 
(AMS Report—July, p. 50). 

Record Retention—Book from General Services 
Administration details Federal requirements 
(AMemo—July, p. 72). 

Record Retrieval—Booklet from U.S. Govt. 
Printing Office describes 50 applications 
(AMemo—Nov., p. 94). 

Telephone Rate Boosts: FCC Inquiry—Ma Bell 
wants a bigger bite of the corporate budget; by 
Sam Bellotto Jr., associate editor (May, p. 66). 


Associations 
Arranged alphabetically by 
association name 


AMS Conference: Effective Management—52nd 
annual Administrative Management Society 
conference set for Houston (AMS Report—Feb., 


p. 56). 
AMS Conf Annual meeting 
in Houston, May 23-26 (AMS Report—March, 


a 


p. ' 

Certified Administrative Manager—Professional- 
ization plan of Administrative Management So- 
ciety is outlined (AMS Report—Aug., p. 51). 

“How to Run a Better Office’-AMS seminar 
set for Sept. 26-29 (AMS Report—Aug., p. 52). 

Landscaping—Landscape symposium in At- 
lanta, — 1-2, sponsored by AMS (AMS Report 
—Nov., p. 67). 

BEMA—Details of annual trade show and ac- 
companying — held in New York, Oct. 
26-29 (Oct., p. 78). 

Annual Data P M 
Conference—100 pa da show in Houston, 
June 22-25 (June, p. 103). 

Meetings—Annual association conferences for 
1972 (Aug., p. 30. 

User Groups—Word Processing associations 
operating in Arkansas and Washington (June, 
p. 50). 
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Office Environment 


Office design, furnishings, maintenance 


Cables Are Ugly—Desk to ceiling electric cables 
criticized (Editorial—Sept., p. 23). 

Cafeterias: Plain and Fancy—In-house feeding 
operations of six firms; by John R. Cochran, 
— editor (Office Environment—May, 
p. 48 

Clocks—New developments in office time- 
pieces (Office Environment—Nov., p. 49). 

Coat Racks Hang Up Old Image—Wall-mounted 
and free-standing units described (Office En- 
vironment—March, p. 52). 

Ecology in the Office—Analysis of new outlook 
on responsible waste a by Sam 
Bellotto Jr., associate editor (Dec., 20). 

Ensembling Furniture—Users and ph ton talk 
about this approach of mixing office furnish- 
ings; by Tom Maxwell, assistant editor (Office 
Environment—July, p. 30). 

Escalators—When this means of transportation 
can be a feasible means of vertical movement 
(Office Environment—Nov., p. 51). 

Intercom Does ‘The Walking’—Intercom system 
helps keep salesmen at their desks (Systems in 
Action—Jan., p. 72). (To page 74) 
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Reprints Available at $1 Each 
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Interior Design—Description of headquarters of 
Northrup Corp., Los Angeles (Office Environ- 
ment—July, p. 29). 

Landscaped Administration Building Wins First 
Award—Profile of Purdue University’s h 


1971 Index... Equipment, furniture and personnel continvep 


Forms—Developments in forms in lude 
achievements in design, data processing capabil- 
ities. (Tools of the Office—May, p. 52) 
Microfilm: A ‘Secret’ Service—Efficiency and 
y of microfilm is being kept a secret 


ters (April, p. 18). 

Landscape Is Hokum—Criticism of landscape 
office design; by Malcolm J. Brookes, president, 
Human Factors Design & Research Inc. (Opin- 
ion Quarterly—Oct., p. 92). 

Landscaping—Symposium on concept’ in At- 
lanta, Dec. 1-2, sponsored by AMS (AMS Re- 
port—Nov., p. 67). 

Landscaping the Office: We Tried It, We Like It 
—Kodak executive tells why he likes office 
landscaping; by Stanley E. Welstead, coordi- 
nator, office services, distribution division (AMS 
Report—Dec. p. 55). 

Leasing Office Space—The national picture 
around the country according to major real 
estate firm (AMemo—April, p. 84). 

Lighting the Specific Task—Chart indicates light- 
ing levels for general work areas (Office En- 
vironment—Jan., p. 41). 

Moving to New Site?—Factors to consider 
when planning a move (Aug., p. 24). 

Music Is Money to Employers—The advantages 
of piped in music to the office scene (AMS Re- 
port—March, p. 66). 

Noise Pollution Can Be Controlled—Case his- 
tories of noise problems and how they were 
solved; by John R. Cochran, assistant editor 
(Feb., p. 38). 

Nominations Are Open for ‘71—Submissions for 
next year’s ‘Offices of the Year’ competition 
(Editorial—April, p. 17). 

‘Offices of the Year’ for 1970—Landscaped of- 
fice wins top award in a annual competi- 
tion. (Editorial—April, p. 17). 

‘Offices of the Year’ Awards for 1970—First 
Award Winner, Purdue University (Adminis- 
trative Services Bldg.), Lafayette, Ind., is de- 
scribed in special section (Apr., p. 18). Award 
of Merit Winners Lamb-Weston Inc., Tigard, 
Ore. (May, p. 24) and Westinghouse Electric 
Corp., Pittsburgh (May, P. 28). Six Honorable 
Mention winners covered in subsequent issues: 
Central National Bank, Cleveland (June, p. 59); 
Ralston Purina, St. uis (July, p. 66); Amer- 
ican Can Co., Greenwich, Conn. ea 54); 
Gulf States Paper Co., Tuscaloosa, Ala., ‘Sept. 
p. 88); Omaha National Bank, Omaha (Oc 
p. 56); Pepsico Inc., Purchase, N.Y. (Nov., n. 


80). 

Park-Like Office—Plants used for functional, 
decorative reasons (Office Environment—March, 
p. 51). 

Plants—Use of real and artificial plants in 
offices plus sampler of most popular real plants 
(Office Environment—Sept., p. 56). 

Presidents’ Offices—Pictures of offices of chief 
executives (Office Environment—Sept., p. 58). 

Recycling Office Stationery—Paper for the of- 
fice is now available in recycled form; by Walter 
A. Kleinschrod, editor (May, p 

Relocation—Dollars and cents reasons why 
Amstar Corp. moved to a new location (Aug., 

22). 

“Staircases In-Office—Advantages of feasibility 
of these design features (Office Environment— 
Nov., p. 50). 

Training Rooms—Managers see to it that their 
training rooms are flexible enough to perform 
varied tasks; by Tom Maxwell, assistant editor 
(Aug., p. 38). 

Work Stations—Custom designed work stations 
at Dreyfus Corp. (Office Environment—May, 
p. 47). 


Office Equipment 


Equipment—Furniture, Supplies 


See also Office Environment 


Addressing Machines Move the Mail—Complete 
guide to new mailing equipment (Tools of the 
Office—Feb., p. 42). 

Batteries—Power sources required by cordless 
office machines (Nov., p. 84). 

Calculators Get More Sophisticated—New equip- 
ment described, specifications charted, trends 
discussed— (Tools of the Office—March, p. 38). 

Clocks—New developments i - = time-pieces 
(Office Environment—Nov., 49). 

. COM—What It Costs, How i's Used—Three case 
histories; also cost figures (March, p. 22). 

Control Boards—Survey of what’s available 
in visual control equipment (Sept., p. 66). 

Copiers—Annual A/M survey of machines, 
processes and new developments with detailed 
charts and analysis of copiers and copier/dupli- 
eators (Tools of the Office—Dec., p. 34). 

Duplicators: Faster, easier to operate—Devel- 
opments in offset and stencil. Includes charts 
and analysis (Tools of the Office—Jan., p. 44). 

Facsimile Equipment Use Is Growing—Trend is 
seen in user preference shift (AMemo—April, 
p. 84). 
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from business; by Paul D. Abrams, president, 
Record Retention and Retrieval Corp. (Opinion 
Quarterly—April, p. 60). 

Microfilm—Comprehensive survey of new hard- 
ware and systems. Charts give specifications of 
cameras, readers, reader printers; by Sam Bel- 
lotto Jr., associate editor (Tools of the Office 
—July, p. 38). 

Microfilm: Dollars and Cents Approach—How 
Gardner-Denver Co. put microfilm to work; 
by W. P. Ferm, administrative assistant, 
Gardner-Denver Co. (Dec., p. 24). 

Purchasing—Six factors to weigh when buying 
equipment; by Harold W. Nance, president, 
Serge A. Birn Co., (Sept., p. 30). 

Record Keeping Systems—Market survey of 
manual and automated filing systems (Tools of 
the Office—Sept:, p. 42). 

Repro Department Self-Audit—Evaluate aspects 
of your duplicating facilities (Jan., p. 53). 

Security Equipment—Survey of hardware to 
protect business (Nov., p. 32). 

Security Tips—Four types of burglar alarms 
described and security quiz (June, p. 63). 

Signs—Providing better traffic ne in the 
office” (Office Environment—Jan., p. 4?). 
Market ene of avail- 
able equipment with emphasis on visual aids; 
by Sam Bellotto Jr., associate editor (Tools of 
the Office—Aug., p. 41). 

Training Facilities—Three users discuss their 
video-tape training setups (Aug., p. 32). 

Typing Automatically and Text Editing—Fea- 
tures and prices of machines available; by John 
R. Cochran, assistant editor (June, p. 44). 

Typing-Related Products—Report on new de- 
velopments in carbon paper, carbonless paper 
and typewriter ribbons (Feb. 

Videotape—Savings of $l. million from use 
of videotape to transmit central office informa- 
sa , home offices (Personnel Training—April, 
p. 83 


Personnel 


Absenteeism and Turnover—How to cut this 
costly problem. Includes chart on computing 
absenteeism costs and turnover; by illiam 
vast FAS International (AMS Report—March, 
p. 64). 

Age in Hiring—Some firms prefer older sales- 
men (Personnel Problem Clinic—Oct., p. 16). 

Alcohol, Drugs—One firm's policy toward em- 
ployee abuse of alcohol and drugs; by Jerry L. 
Hooper, manager of training, Columbia Gas of 
Ohio (AMS Report—July, p. 51). 

Alcoholism—On firing an alcoholic (Personnel 
Problem Clinic—Jan., p. 12). 

Alcoholism— Philadelphia firm pays to rehabil- 
itate its employees with severe drinking prob- 
lems; by Raymond Q. Seyler, M.D., Medical Di- 
rector & Sr. Officer, Insurance Co. of North 
America (Dec., p. 28). 

Assessment Centers—One firm’s plan for train- 
ing managers through personnel assessment cen- 
ters; by Edwin B. Jelks, state personnel train- 
ing supervisor, Southern Bell (AMS Peport— 
Oct., p. 67). 

Beards in the Office—The question of an Ortho- 
dox Muslim who insists on wearing one (Per- 
sonnel Problem Clinic—April, p. 54). 

Bicycles—What to do with bicycles after they 
are ridden to work (Personnel Problem Clinic 
—Nov., p. 14). 

Bulletin Board Clutter—How to keep bulletin 
boards from becoming so cluttered with em- 
ployee notices that management messages are 
lost (Personnel Problem Clinic—April, p. 54). 

Careers—New job advancement opportunities 
offered by word processing—(Word Processing 
—Aug., p. 12). 

Cashing Friend’s Check—The possibility of dis- 
honesty in cashing another employee’s check 
(Personnel Problem Clinic—March, p. 82). 

Cigar Smokers—Girls claim smoke makes them 
(Personnel Problem Clinic—March, 


“Coffee Break—How should break time be util- 
ized? (Personnel Problem Clinic—May, p. 10). 

Delegation of Work—Six rules for effective 
assignment of jobs; by Rose H. Scott, office ad- 
ministrator, A. H. Robins Co., Richmond, Va. 
(AMS Report—June, p. 72). 

Democracy in the Office—A call for an end to 
corporate tyranny; by William J. Crockett, 
vice-president human relations, Saga Adminis- 
trative Corp. _(Opinion Quarterly—July, p. 33). 
Uses group insurance 
plan to collect duplicate payments (Personnel 
Problem Clinic—June, p. 14) 

Drugs Use—Employees. who use marijuana off 
the job should not be penalized (Personnel 
Problem Clinic—Sept., p. 16). 

Educational Assistance for Employees—Results 


of AMS poll indicate that 96 percent of firms 
surveyed provide educational assistance to em- 
ployees (AMS Report—May, p. 61). 

Employment Agencies—Whether to pay them in 
full during rising unemployment (Personnel 
Problem Clinice—March, p. 82). 

Executives Develop EDP Skills—Improving com- 
puter utilization by management personnel. 
Using computers to train managers; by R.T. 
Becker, B. R. Goodrich Co. (Feb., p. 28). 

E tive Ti g—A long range plan for 
executive development; by Milton L. Howell, 
vice-president for personnel, Retail Credit Co., 
(AMS Reports—Sept., p. 61). 

Exit Interviews—Strengthening the procedure 
(Personnel Problem Clinic—Feb., p. 12). 

Female Discrimination—Questions promoting 
secretaries to more responsible position (Per- 
sonnel Problem Clinic—June, p. 14). 

Four-Day Week—Overtime may apply for any 
day over eight hours (Personnel Problem Clinic 
—Nov., p. 14). 

Fringe Benefits—Many firms are increasing the 
range and variety of their employee fringe 
benefits programs; by Sam Bellotto Jr., associate 
editor (Sept. p. 24) 

ambling—One company’s policy toward sports 
pools (Personnel Problem Clinic—Nov., p. 18). 

Handicapped Employees Work at Home—Home- 
bound people are trained in office skills such as 
bookkeeping, microfilming and data processing; 
~ Faia E. Lachter, executive editor (May, 


yo — Werker—Keep him in mind when 
designing your new offices (Editorial—Feb., p. 
a7). 
Hiring—Administrative managers tell what 
traits they look for most in an applicant (Oct., 
p. 70). 

Hiring—Aptitude tests must be designed to 
determine qualifications of an applicant (Per- 
sonnel Problem Clinic—Nov. p. 18). 

Hiring—Checking references can be a waste 
of time; by Robert Half (Opinion Quarterly— 
July, p. 35). 

Hot Pants—Results of an A/M survey reveal 
most managers don’t approve of hot pants for 
office wear (Aug., p. 20). 

Human Relations Training—Training director 
wants program continued (Personnel Problem 
Clinic—Feb., p. 12). 

Insurance Plans—Taking the guesswork out 
employee dental plans (Personnel Problem 
Clinic—Aug., p. 14). 

Job Enrichment’s Value—Europeans are doubt- 
ful about this approach. Report from Interna- 
tional Personnel Congress in Geneva; by John 
R. Olson, corporate personnel director, Apache 
Corp. (AMS Report—Oct., p. 74). 

Job Market—Executive and administrative ap- 
pointments up in fourth quarter 1970 (AMemo— 
—June, p. 104). 

Lying on Employment Application—Accountant 
lies about college graduation on application 
(Personnel Problem Clinic—April, p. 54). 

Mileage Reimbursement—The mileage rate for 
most salesmen is ten cents a mile (Personnel 
Problem Clinic—April, p. 54). 

Morale of Employees—Checklist for super- 
visors to ensure employee is properly oriented; 
by Ruth Ennis, personnel administrator, Helena 
Rubinstein Inc. (AMS Report—Aug., p. 52). 

On-the-Job Performance - Most Important—Em- 
ployee’s personal problems not pertinent (Per- 
sonnel Problem Clinic—March, p. 82). 

Pants Suits in the Office—The position of one 
U.S. Attorney on the problem (Personnel Prob- 
lem Clinic—Feb., p. 12 

Parking—Controlling parking - collisions 
(Personnel Problem Clinic—Oct., 16). 

Parking—Should secretaries use spaces 
when bosses are on vacation? (Personnel Prob- 
lem Clinic—Nov., p. 14). 

Parking Spaces by Seniority—Minority groups 
complain (Personnel Problem Clinic—May, p. 
10). 


Pension Plans—Who is covered, new develop- 
ments to look for; by John Cochran, assistant 
editor (March, p. 26). 

Pensions and Vesting—Government reform may 
include improved vesting standards such as 50 
percent vesting after five years of service 
(April, p. 46). 

Personnel Approach: A Tough One—Employees 
must learn to join the team; by Anthony C. 
Clarkson, President, Greatwood Products Inc. 
(Opinion Quarterly—July, p. 34). 

Personnel Department Should Inspire Trust—No 
favors for either employees or management 
(Personnel Problem Clinic—May, p. 10). 

Physical Exams—Required by 60. ” percent of 
300 companies polled (AMemo—Feb., p. 80). 

Pregnancy—Best bet is to put expectant moth- 
ers on leave of absence (Personnel Problem 
Clinic—July, p. 14). 

Pregnancy—Results of AMS poll of firms’ pol- 
icies on pregnancy and terminating employ- 
ment (AMS Report—April, p. 50). 

Profit Sharing—Internal Revenue will allow 
firm to take back profit sharing benefits if em- 
ployee goes with competitor (Personnel Prob- 
lem Clinic—Sept., p. 16). 

Promotion Fears—Supervisor won’t promote 
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man from department for fear of hurting opera- 

tion (Personnel Problem Clinic—Feb., p. 12). 
Race Relations—How to handle epithet use by 

aad (Personnel Problem Clinic—July, p. 


Receptionists—Call for better training for 
keepers of the door; by Mike Kutka, manager, 
Temporaries Inc., (AMS Report—Nov., p. 68). 

Reorganization—Letting an employee go, then 
asking him back because of corporate reorgani- 
zation (Personnel Problem Clinic—May, p. 10). 

Retirement—Results of a survey of firms’ re- 
tirement policies = Management Information 
Center Inc. (Oct., 44). 

Salaries for Clerical Personnel—Average salaries 
are up for office workers, according to annual 
AMS survey “ clerical and EDP jobs (AMS 
Report—Aug., p. 49). 

Salaries—Court finds male sales help can be 
paid more than females if they sell more (Per- 
sonnel Problem Clinic—Aug., p. 

Salaries of Middle Managers—Pilot study by 
AMS indicates salaries range from $10,400 to 
$20,700 (AMS Report—April, p. 49). 

Salaries—Pay for senior managers increased 
12.6 percent in 1970 according to North Ameri- 
can Survey (AMemo- Sept., p. 94). 

laries—Six trends in salary administration; 
by Jay L. Otis, director, Psychological Research 
Services of Case Western Reserve (AMS Report 
—July, p. 49). 

Salaries—Starting pay for financial executives 
-— baal people down in 1971. (AMemo—June, 
p 

Security Officers—Need for them in parking 
lot to protect employees’ cars (Personnel Prob- 
lem Clinic—March, p. 82). 

Smoking—How to handle this in the office (Per- 
sonnel Problem VUlinic—July, p. 14). 

Stress ives—apolivants learn to handle 
difficult situations (Personnel Problem Clinic— 
Jan., p. 12). 

Supervisor and Assistant Do Not Get Along— 
How to settle me, problem (Personnel Problem 
Clinie—Jan., p. 

Temps, Male: Clevis to Controllers—More males 
are doing temporary work; by Sam Bellotto Jr., 
onsocinte editor (March, p. 54). 

by Employees—How to handle pilferage 
Ay ss es (Personnel Problem Clinic—Aug., p. 
4 


Theft by Maintenance Man—Minor pilferage is 
usually not worth the cost of firing an employee 
(Personnel Problem Clinic—May, p. 10). 

Time Problems—Union employees can be asked 
to keep track of their time (Personnel Problem 
Clinic—July, p. 14). 

Tolerance for Change—Managerial adjustment 
to the ideas and styles of young employees 
(AMS Report—June, p. 69). 

Training Programs—Management demands that 
classes be relevant and justify the costs; by 
Walter A. Kleinschrod, editor (Aug., p. 28). 

Training Your Own Managers—Description of 
understudy and job rotation programs; a special 
course and managerial games, ( Personnel Train- 
ing—June, p. 55). 

Travel by Executives—Increase in tourist flights 
and low-cost car rentals (Feb., p. 18) 

Tuition Policies-How three different firms 
break down educational assistance to employees 
(AMS Report—May, p 

TV Teaches on hla! managerial 
skills through use of VTR (Personnel Training 
—Jan., p. 75). 

Union Problems—Preparing for the onset of 
white collar unions; by Leonard Cooper, at- 
torney (AMS Report—May, p. 63). 

Unions—It’s hard to get rid of unionized dead 
wood (Personnel Problem Clinic—Oct., p. 16). 

Unions—Primacy of union shop is established 
over particular gg TH belief (Personnel Prob- 
lem Clinic—Nov., 14). 

Unions Should Be Met Head On—How one Mid- 
western chemical company handled a recent at- 
a at employee unionization (AMS Report— 

ay, Dp 

Unisex Salutation—How to address letter with- 
out indicating sex of recipient (Personnel Prob- 
lem Clinic—June, p. 14). 

Vacation Postponed—Employee asks for reim- 
bursement on lodgings he reserved when vaca- 
tion was postponed by company (Personnel 
Problem Clinic—May, p. 10). 

Vacations—Is employee who gets sick on vaca- 
tion entitled to more time off? (Personnel Prob- 
lem Clinic—July, p. 14). 

Gilcten-devinen of $1.5 million from use of 
videotape to transmit central office information 
+ Tae offices (Personnel Training—April, p. 

Window Problem—How to move someone from 
a windowed to a windowless office (Personnel 
Problem Clinic—July, p. 14). 

Women’s ‘Lib’ Calls for More Management Jobs 
—Roundtable discussion on equal opportunities 
for women (AMS Report—Jan., p. 59). 

Women’s Liberation and the male/female clas- 
sified ad dilemma (Personnel Problem Clinic— 
Jan., p. 12). 


Self-Management 


Careers: New Ones for Managers—Case his- 
tories of administrative executives who chose 
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second careers in mid-stream; by Lewis E. 
Lachter, executive editor (April, p. 28). 

Community Affairs—Survey results showing 
executive involvement in civic activity (June, 
p. 100) 

Courses for Managers—A sampler of manage- 
— courses available through 1971 (Aug., p. 
30). 
Dictating Machines—How to get the most out 
of your equipment; (Word Processing—Dec., 


. 14 

Dictating Technique—The importance of clarity 
and organization (June, p. 38). 

Job Satisfaction—Administrative managers tell 
what they like most about their job; by Lewis 
E. Lachter, executive editor (July, p. 18). 

Repro Department Self-Audit—Evaluate aspects 
of your duplicating facilities (Jan., p. 53). 

Seminars—To go or not to go in tight money 
situations (Aug., p. 30). 

Tolerance for Change—Managerial adjustment 
to the ideas and styles of young employees (AMS 
Report—June, p. 69). 


Systems Improvement 


General 


Addressing-Mailing Machines—How the Bell & 
Howell Matchmaker saved manhours for Wach- 
ovia _— & Trust Co. (Systems in Action—Dec., 
p. 50 

Copy Costs: A New Way To Figure Them—De- 
termining the actual cost of copies. Includes 
people and equipment costs; by John W. Green, 
Duke University (Feb., p. 24). 

Copy Costs—Eleven psychological factors help 
cut copying costs (Sept., p. 34) 

Diazo Printing—How Fluor Corp. achieves fast 
turnaround by using ecg diazo machines 
(Systems in Action—Nov., p. 88). 

Dictating Systems Explained by User—What 
Bethlehem Steel does to speed 6,000 messages 
per day (June, p. 40). 

Duplicating—How Data Corp., Knollwood, Ohio, 
increased productivity with A. B. Dick 369 
duplicator (Systems in Action—June, p. 96). 

Facsimile—How International Harvester uses 
Marnafax network to transmit test data (Sys- 
tems in Action—June, p. 98). 

Feeding Operations—Pros and cons of buffet, 
eatering and vending service (AMS Report— 
June, p. 71). 

Forms Ease Invoicing—Increased volume was 
hurting operations until introduction of multi- 
part forms (March, p. 33) 

Inventory Problems—Manual inventory prob- 
lems solved by EDP system consisting of modi- 
fied billing machine, control unit and tape re 
corder (Systems In Action—April, p. 78). 

Number System Identifies Customers—How Dun 
& Bradstreet helped Sears (March, p. 90). 

Panels Convert Old Warehouse—Converting 
18,600 square feet of unfurnished warehouse 
space to offices (Systems in Action—Feb., p. 40). 

Paperwork—How to establish definitive paper- 
work procedures for clerical personnel by 
Carey, Senior Systems Analyst, Monsanto Re- 
search Corp. (July, p. 22). . 

Pay Envelope Forms—Employees at Dialight 
Corp. are paid in cash, yet have their earnings 
computer prepared and confidential (Systems 
in Action—May, p ). 

Repainting Old he SE of New York 
saved money by having Commercial Recoating 
Co. use epoxy paint to repaint files — office 
furniture (Systems in Action—Oct. p. 103). 

Security: How Companies Beef It Up What 
companies are doing to protect themselves 
(Nov., p. 26). 

Servicing an Order in Three Minutes—Manual 
writing and posting of orders eliminated with 
customer service record system; by James V. 
Morrissey, project analyst, Iowa Illinois Gas 
and Electric Co. (AMS Report—Jan., p. 57). 

Vending Machines—Why they ~ selected 
over other feeding systems by R. Worthing- 
ton, Personnel Supervisor, Ra Fd Life, Des 
Moines (AMS Report—June, p. 71) 


Systems—Record-Keeping 


Files, Portable—How Blue Cross of Southern 
Ca: saved space with mobile files from Dexion 
(Systems in Action—June, p. 99). 

Filing Boxes—How Chase Manhattan increased 
storage capacity, saved floor space by using 
Bankers Box files (Systems in Action—Nov., p. 
89). ; 


Filing Capacity Up 50%—How securities port- 
folios can be summoned, conveyed and returned 
in 24 seconds (Systems in Action—Feb., p. 40). 

Stores 20,000 Documents—Storage and retrieval 
system from Mosler (Systems in Action—April, 
p. 76}. 


Word Processing 


Analysis—Equipment manufacturers offer sys- 
tems analysis and other services at no cost to 


prospective WP customers (June, p. 50). 

Business Letter Costs—Up over 1970 by 4.6 per- 
cent. Dartnell says figure is now $3.19 (AMemo 
—March, p. 96). 

Careers—New job advancement opportunities 
offered by word processing (Word Processing 
—Aug., p. 12). 

Dictating Machines—How dictating equipment 
fits into the picture; plus survey of equipment; 
by Sam Bellotto Jr, associate editor (June, p. 
36) 


Dictating Machines—How to get the most out 
of your equipment (Word Processing—Dec., p 
14 


Dictating Systems Explained [Ly User—What 
Bethlehem Steel does to speed 6,000 messages 
per day, (June, Pp. 40). 

The importance of clarity 
and organization (June, p. 38). 

Half-Way Approach—Best way to handle word 
processing for many firms is to ease into it 
(Word Proces:ing—Oct., p. 12). 

Letter Cost Questioned —Does average letter as 
documented by Dartnell Corp. really cost $3.19? 
by Irol W. Balsley, professor of business, Texas 
Seg Univ., Lubbock (AMS Report—Oct., p. 

65). 


Management's Role—The need for all levels of 
management to become involved in WP decisions 
(Word Processing—Nov., p. 12). 

New Column—Announcement of new word 
processing column by George Simpson (Edi- 
torial—Aug., p. 19). 

Output—Sccretarial typing speed is really far 
below 40-60 wpm (Word Processing—Sept., p. 


Overview of Word Processing—Special report 
on modern management systems for cutting 
cost and time of dictate/type/check/retype/sign 
/mail/distribute (June, p. 19). 

Semantics—Definitions of and limits to the 
term “word processing” (June, p. 50). 

Three Users Explain Systems—One uses paper 
tape, and two have mag tape systems; by Lewis 
E. Lachter, executive editor (June, p. 28). 

Typing Automatically and Text Fh “Parke 
tures and prices of machines available; by John 
R. Cochran, assistant editor (June, p. 44). 

User Groups—Associations operating in Ar- 
kansas and Washington (June, p. 50). 

Word Processing Comes of Age—Why A/M 
devoted a 32-page section to word processing 
(Editorial—June, p. 17). 


FINANCIAL EXECUTIVE’S HAND- 
BOOK—E€dited by Richard F. Vancil. Con- 
sisting of sixty-six chapters that cover the wide 
range of responsibilities of today’s financial 
executive, this new handbook brings together 
the practical experience of leading corporate 
executives. All are experts in areas of vital im- 
portance to you—management control, capital 
management, accounting, mergers and acqui- 
sitions, systems analysis, asset management, 
information technology, and many others. 


You'll find the Financial Executive’s Handbook 
a realistic, comprehensive, authoritative source 
of information on every aspect of your job. 

$27.50. 


Mail your order with check to: 


Book Department, 
GEYER-McALLISTER PUBLICATIONS, INC. 
51 Madison Ave. New York, N.Y. 10010 


(N.Y. State residents add 3% sales tax; 
N.Y. City add 6%.) 
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